
COUNTY SAKITARY COMMISSION Administrative Division 

/i tatom BOOKS 
Quantity: 10 voluawa, 3 boxes 
S i m 8V* x 12** 
Datest 1923... 
File Arrangements ChroROiogicel 
Audit: Outside audit (possible) 

The fHftuttt Books are the official record of the proceedings of the 
Cotnsission oo matter* pertaining to water and sewage installations 
ond projected tnstallotions in Anne Arundel County 

^ —N- WDOtimmrtmt RETAIL PSSHANEKTLY. 

Quantity: I file drawer 
Size: Folded papers 
Cats*I 1928,*. 
File Arr.t Suaorical by Resolution number 
Audit: Outside (possible) 

This file contains the original Resolutions passed by the Conaiisetan 
covering tsstters of internal administration end policy, end on all 
other subjects requiring foraai Action fey the Cossniesion. 

These Resolutions ere recorded with the Clerk of the Circuit Court 
for Anne Arundel County, giving the record liber &ed folio of recorda­
tion. 
'8ECt8#SKQA«0ti! RETAIN mmmVTUt, 

(continued) 
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DEEDS 
Quantity* % fil« drover 
Stset Folded papers 
Dates* 1930... 
File Arr.t Kunarical by Seed wxsfasr 
Indent Looee»leo£ binder to n m i of parties 
Audit! Outside (possible) 
This file contains the recorded copies of Seeds to property owned 

by the Cojaaisslon* 

Quantity* 2 file drawers 
Stees Folded papers 
Dates: 1925... 
file Arr.t fc-umerical by gaseffient number 
Indexr Loo*©-leaf binder to noses of parties 
AuditJ Outside (possible) 
easement* are the original vtght of way egreowents, filed by 

assigned esse^mt nuteber, which cover water end sever projects under 
jurisdiction of the CoHBslssion. Easements sre recorded with the 
Clerk of the Circuit Court for Anne Arundel County end show date of 
record end liber and folio of recordation. 

Rights of w#y «hlch have not been Accepted by the Commission ore 
considered oonrecord within the esesntng of the statute {governing 
nonrecord material (Annotated Code of Maryland, 1937 edition, as 
emended. Art, 41, Sec. 179) end may be destroyed ea soon es no longer 
needed by the office. 

fcSCOMMEnDATION: SETAIf? PERMAHEKTtY. 

AGREEMENTS 
Muantttyt 4 file drawers 
Sine: Folded papers 
{totes: 1932... 
I'lie Arr.t Ktracrlcal by Agreement nus&er 
index: Loose-leaf binder index by Recess of parties 
Audit: Outside (possible) 
Each file pocket elves the Agreement and project nusbers end 

contains the original notarised a&reesent, eigned by the parties end 
by the CossBlssion, covering water end sewage projects end any related 
activity under the jurisdiction of the Coasai salon. Plats and work 
papers ere occasionally included with the agreement©. 
. Agreeseats providing for the deposit of coney with the Commission 
to cover the cost of projects ere filed separately and were titled 
"Capital Asset Deficiency Agreements* until 1962, when the title of 
this series was changed to "Public Utility Agreeasnts.*-

Alraost all agreements negotiated by the Coassission are recorded (continued) 
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with the Clerk of the C3ere off the Circuit Court for Anne Arundel 
County, end the paper shows the date of record end the liber end folio 
of recordation. 

tttsceujston cmmam* v^ms 
quantityI 2 document files 
Slse: Folded papers 
Dates: 1929„.. 
Fule Arr.s kwericsl 
Index; Loose-leaf binder to names of parties 
Audit: Outside (possible) 
This file Is composed of lssg&l papers, including waivers, ieden-

cures, petitions* leases, contracts, releases, proxies and options. 

C&STRACT FttS • 
quantity: 2 file drivers 
Sice; - Legal •• : 

Dates: l95o...(est.) 
' File Arr.: fcuwerieal by contract nutsfaer 
Audit: Outside audit (possible)| federal and State audits, if 

Involved (possible) 
the Contract file folder* nave * Project Kwaber assigned by Engi­

neering end contain all or sose of the following paperss-
Correspondence flans and Flats 
ftld Bonds ^esorend^ 
Executed Contracts notices 
Performance Sends Lists of Bidders 
Proposal* Tabulations Hotice of Advertisenent 
When a project has been approved by the Cowralseloo but is not 

undertaken by Cota&lseien personnel, Contract Flies are prepared in 
the Engineering and finance & Accounting Divisions, as welt as in Ad­
ministration, (Schedules I- b C- ). After completion of the con­
tract and after ail auditing requiresents have been satisfied, inclu­
ding federal and State audits In cases where their funds are involved, 
the Contract File In Administration will be combined with those frora 
the other two divisions, duplication of papers eliminated, snd the 
resuming papers will either be retained penssnently or esicrof Used, 
as recoscoanded in the applicable schedules. 

BSCaffMATOXtt IK ACTIVE FILE AFTER ttmSKOK Of 1BE 
FROJSCT AI® IĤ tlL ALL AUDIT aE£UlKE»C8TS ARE MET, 
liCLUD!£G f & m #t© SSMt ABBXffB SJF ttWXM^ 
lagfi camzzz m&i conrsAct FILES ?®m onsa* DIV-
xs&xs or *m caMsiaw.*, n.vmj&u£ nau&avxi 
OF PAFSBS. mC'rIOriLK ARB B2SYi£';' GVi£BttL vmOtSl 
S£TALs MICBSfiLM P£KMVS7IL\, 

(continued) 



CE^ECAL FILE 
Quantity* 12 file drawers 
Sieet Legal 
Dsteai 1946.,. 
File ACT*i Alphabetically by subject or ivwue 
The General File is cotoposed of correspondence* inter-office 

aeoorenda, reports end surveys, end general asterlsl relating to 
the following subjects!-

Adalnistratlon Companies and Corporations 
Association* Personnel -

. Contractors Applications 
Subdivisions Correspondence 
Individuals Change in Employment Status 
Files relating to personnel should be retained until five years 

efter termination of service end ere subject to Secpaawndatipn 
below. All ether material ts subject to aecotaaendation "A", 

Printed end ointeogrephed wateriel is considered nonrecord within 
the teeaoing of the statute (Ann. Code of Maryland, 1957 edition ae 
cjsended. Art, 41, Sec, 179} end «cay be destroyed as soon es no 
longer needed by the office. 

Material having continuing legal or administrative value to the 
operation of the office should be retained until such value ceases, 

RBCQMMSfcBAttOSt A* BSTAlfJ FOR THSEE YEAftS, TTO DESTROY. 
S. RET A IK PER33KKE1. FILES FOR FIVE YEARS 

AFTER TEaMlKATXQS OF SERVICE WITH TH1 
COKMtSSlOIi, THEK DESTROY. 


